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70 ALL HEADQUARTERS PERSONNEL

During the ceming month, every sffice at headquarters will sfficially
conduct a "Fils Cleanup Campaigm.”

Office filss are a constant problem in Government and private indua=
try. Recently such files were successully reduced in brief "Glsanmup
Gampal gnsli=~the Department of Commerce esptied 1,000 £ils cabinets,
American Cyanamid Cempany recevered 15,000 square feel of sterage space,
and our own OCH emptied eover 850 fils drawers.

Sometimes priority jebs csuse us to neglect our effice files, Unfor-
tunately, poor files create inefficlency and high office coats. We camnet
afford sither cne, At their praeseant ratc;ef growth, eur filas will exceed
by 60,000 sq. ft. the fleor space alloted fer office files im the new
headquarters building. This tremd must be corrected immediately.

Qur "Fils Cleanup Csmpaigm" aims for a complets and realistic review

. of the material in every inmch of every file se thats

Material of mo further value will be destroyed im accordance
with the security and legal requirememts of eur Recerds
Centrel Schedules,

““fmactive recerds willis retired to the Records Center.

Active office files and the materials met requiriag sterage
in safes will relecated in smaller, less sxpensive squipment.

Unnseded uf«sﬁ snd office equipment will be returmed to steck
or transferred to offices actually meeding these uniis.

Each cemponst will organize ard conduct its ewn campaige te clear up
i1ts official effice files, Each Operating Official will forward instructiens
to his supervisers and staffs as soon as practicable. In the interim,

I urge every Agsncy empleyes te critically review and reduce his mrsmg_},
aen-official files promptly and report the results te his supsrviser en

abtac eYTl0

Your persomal effert im eur "File Cleanup Campaign® can save effice
squipment and space. TYou will help impreve working cenditions and efficiency.
Area Records Officers and the Records Managsment Staff are available te
assist with office campaigns. All destructiom or retirement ef classified
decuments smnd Covermmemt records must be deme inm accordance with the
sffice's Records Oontrel Schedule.

1 will sppreciate your sctive suppert and participatien in making
this Agency's "File Cleanup Campaign” a success.
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